Teaching the skills of organisation and planning
Here is an ‘off the peg’ teaching plan that can be adopted to teach GP Trainees organisational skills.  The skills and expertise of the practice manager should not be forgotten as a valuable resource for helping with this area of training.
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The above objectives and resources can be used to draw up a teaching program tailored to the needs of the GP TRAINEE.  A worked example is presented below.  The example given spans three seminars and draws on some (but not all) of the above points.
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Box 1





Learning objectives might include:


Awareness of the importance of good organisation


Awareness of GP TRAINEE’s own organisational and time management skills


Ability to recognise organisational problems


Development of problem solving skills to resolve organisational problems








Box 2





Examples of desirable skills 


Goal setting 				Record-keeping


Time management 			Delegation


Problem solving 			Prioritisation


Appropriate use of resources 		Communication


Decision-making 			Planning skills


Anticipation and foresight 		Etc., etc.














Box 3





Resources/possible learning activities:


	Examples from personal experience


	Opportunistic organisational learning points for GP TRAINEE as they arise


	Time-motion study – keep log diary for full day from morning till night


	Courses on time-management 


GP trainee to work up contingency plan for unexpected problem (eg power-cut)


	Historical examples worked through to a conclusion


	Audit by GP TRAINEE of some organisational activity


	Direct GP TRAINEE to plan an event


	Examine contents of GP TRAINEEs in-tray/e-mails/lab results etc.


Examine contents of trainer’s in-tray/e-mails/lab results etc.


	Work through real problem as it arises alongside practice manager/trainer


	Opportunistic review of GP TRAINEE’s room/bag for equipment, reagents etc


	











Seminar 1





Discussion of:


What it means to be organised (e.g. efficiency, productivity, preparedness, anticipation etc.)


Consequences of poor organisation


What skills and qualities does a well organised person possess?





Preparation for next seminar


Keep log of one’s day’s activities (time-motion study).  Record everything from getting up to going to bed, including number of outstanding emails/tasks etc at start of day and end of day.  Trainer and/or practice manager could do likewise for comparison.





_______________________________________________





Seminar 2





Discussion of:


Time-motion log with specific reference to skills list (Box 2 overleaf)


Look at which of those skills might need developing in the light of that discussion. 


Discuss prioritisation, importance vs. urgency etc.





Preparation for next seminar


GP trainee to think of an example of poor organisation from personal experience





_______________________________________________





Seminar 3





Discussion of:


GP trainee’s personal experience of poor organisation, considering what happened, why it happened, and how the outcome could have been achieved with greater efficiency.


Trainer to present a completed example of some organisational problem which had been identified and satisfactorily resolved within the practice (how it was identified, what the problems were, how they were resolved, what the benefit has been etc.).


Summarise learning points from the sequence of seminars, and agree ongoing objectives and areas of need











This plan evolved from small group work between trainers and practice managers carried out at the trainer’s residential meeting at Castle Inn in June 2008.


